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How to set up an Activity Code in ORACLE

Activity Codes
Supplemental pay that is paid on an hourly rate is set up as an “activity” for tracking by the biometric clock.  Employees receiving pay for “extra duty” will clock in at the beginning of the extra duty assignment and clock out at the end of the extra duty assignment.  All employees, including teachers, must clock in and out for regular reoccurring extra duty assignments such as after school care or tutoring.
The timekeeper for the campus or department will set up an activity code in the payroll system.  This code is given to all employees working the extra duty assignment.  The employees will clock into Supplemental Pay on the biometric clock.  The clock will prompt the employee for an activity code.  The employee types in the activity code given by the timekeeper.  The activity code is set up in the payroll system but used on the biometric clock.

In this exercise, set up an activity code to for use by employees working extra duty assignments: 

Practice Exercise: creating Activity Codes

1. Navigate to DISD OTL SUPPL Supplemental Pay XXX > Biometric Supplemental Setup
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2. Tab to the Activity Description
The description will be displayed back to employee when they enter the activity code on the biometric time clock when the employee clocks in.  The description should be clearly stated so that when the employee clocks in, the description confirms the type of work the employee is designated to perform.

3. Tab to Element Name
The Element name should reflect the correct hour’s type used by the payroll system.  If you are unsure of what element name to use, contact Payroll.

For all activities that are paid on an hourly basis, the rate used for an exempt employee will be $20.00 per hour and the rate used for a non-exempt employee is $8.00 per hour.  Summer school is an exception.  Non-exempt employees will be paid $10.00 per hour.

4. Tab to the Budget Account field

Enter either a Line code or PTAEO.  You will only be able to key in line codes or PTAEO s for the Organization tied to the application/responsibility you are using.  (See Navigation path).  Object codes will be restricted to payroll line codes. 

5. Tab to Timecard Approver field

This will be filled in automatically.  Click on the List of Values (LOV) button.  The name in this field will be the principal or department head that is responsible for approving the supplemental pay.

6. Tab to the Timekeeper field

Type the name of the timekeeper who will be responsible for making any corrections to the entries created in OTL by the Biometric clock. (For example, if the employee signs in but fails to sign out and the hours need to be adjusted.)

7. Tab to the Start Date field

The current date will default into this field.  You may enter a start date in the future.

8. Tab to the End Date field

Type the date that this activity will no longer be valid.  The activity will be disabled on the day following the End Date.

9. Tab to the Normal Start Time field

Not used with Supplemental Pay

10. Tab to the Normal End Time field

Not used with Supplemental Pay

11. Tab to Max Hours Per Days field

Enter the number of hours if the employee if only authorized to work for a set number of hours per day.  The clock will record the actual sign in and sign out times, but the timecard will reflect the max number of hours if the actual time if greater than the max hours entered here.  The person setting this up should let the user know of the max times.

For example, Summer School:  High School Max is 6 hours, Middle School Max is 5 hours, Security is 8 hours and Village Fair is 7.5 hours.

12. Tab to the Assumed Lunch Minutes field 

Enter the number of minutes that should be deducted for an assumed lunch. The import process will deduct this time from the actual time and reflect the reduced amount on the timecard.  For example, there is no assumed lunch for Summer School since the employees work through lunch.

13. Tab to the Hours Till Assumed Lunch field

Enter the number of hours an employee should work before a lunch is assumed.  The system will not take the lunch deduction until the number of hours worked is greater than this number.  (For example, enter 4 if you want employees to have worked at least 4 hours before we deduct the lunch minutes.)

14. Tab to the Bioscreen Restriction field

Enter the location at which this activity code can be used.  The activity code will be restricted for use only at the location given.  You may leave this field blank if the activity code can be used at any district location.

15. Save the record by clicking on the save icon, or File > Save.  Please record the activity number that appeared in the Activity Code field.

To Query or make changes to the Activity Code 
· Go to Biometric Supplemental Setup> Press F11> Input the Activity Code created Press Ctrl+F11
· Once you have made any necessary changes

· Click on Save [[image: image2.bmp]] on the toolbar

